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S dall Ad gad
Thank You Letter Sample

First Street 1111
55555 TN ,Anytown
5555-555 (555)

_ 200,20 November

Company Mark .Mr

Human Resources Manager
Company XYZ

Way Smoky Mountains 111
55555 TN ,Anytown

:Business .Dear Mr
Our conversation gave .Thank you for the opportunity this morning to discuss the secretarial position

The additional .me a better understanding of ABC Company and the requirements of the job
.was helpful in gaining a better perspective of the position Gayle and John ion frominformat

| am .My strong office and interpersonal skills will definitely make a contribution to your company
possess the customer service and | feel | ,proficient in all the computer software packages you use
.experience you want

This is clearly a quality organization with an .l enjoyed meeting the office staff and touring the facility

team | would consider it a privilege to join your .emphasis on efficiency and a dedication to teamwork
.and will contact you next week to inquire about the hiring decision

.thank you for your time and consideration ,Again
,Sincerely
¢ (a_)s eU) 6\3‘ c_aLx;
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Thank You Note Sample

2L LA 5 5a e el s 1l AL o 435 51 Lad 253 Jad Caa L aSal 5 a3l s 4n Soli sl cadlaaly

200,12 March

,Jones .Dear Ms

It was a pleasure meeting you .Thank you for taking the time to discuss the accounting position with me
especially since you ,place for me to use my skills Industries sounds like the perfect ABC .Hire .and Mr
My proven track .the same system | have been supporting the past three years ,use the WXY system
.effective systems can be an asset to your company-record and accomplishments with cost

of next week to learn of your Wednesday | will contact you by .r your considerationthank you fo ,Again
.I'look forward to the possibility of joining your staff .decision

,Sincerely
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200,20 April

,Hire .Dear Mr

[ appreciate the .Thank you for the interview for the accountant position foday
from the Smith .information you shared with me and enjoyed meeting Ms
Accounting Department

based on ,Industries is stronger than ever and ABC’s My interest in working for
. know [ can do a good job for you ,ur description of the positionyo

.0f next week to learn of your decision Thursday | will contact you by

,Sincerely

e (Hire) " e S
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Rejection Letter Sample

John Jones .Mr

Human Resources Manager

Jackson Forrest 123

55555 TN ,Somewhere

3210-654 (987)

200,30 Mar

John Smith .Mr

Mud Way 127

55555 TN ,Mud Island

:Smith .Dear Mr

we decided to hire someone with more ,Great Job After considering all of the candidates for
| .the position Thank you for taking the time to talk to us about .experience and education in this field
.hope you find the job you are looking for

,Sincerely

John Jones

«(Smith) "Cuanl" S
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Response to Rejection Letter Sample

John Smith

Mud Way 127

55555TN ,Mud Island
_200 ,2 April

John Jones .Mr

Manager Human Resources

Jackson Forrest 123
55555 TN ,Somewhere

:Jones .Dear Mr

| remain interested in working ,Great Job While | am disappointed that | was not selected for the job of
.am qualified Please consider me for future openings or other positions for which | .for your company

| will contact you in the near .| want to thank you for taking the time to talk to me about the position
| would ,If you think of someone else that might use my skills .future to inquire about other prospects
.very much appreciate a referral
.t work out'Thanks again for your kind consideration and remember me if the candidate you hired doesn
,Sincerely
John Smith
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